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Job Title: Application Administrator – Education & SEND SystemsJOB DESCRIPTION

Location: West Midlands based
Reports to: Head of Applications
Hours of work: 37.5
Travel Required: Occasional
Salary: £45,000 - £55,000
Contract: FTE

Compass Community exists to create a future of strength and opportunity for every child. Across fostering, residential care and education, we use a therapeutic, innovative approach that puts children first. Our mission is to be the UK’s #1 children’s services provider – reaching more children, being the best place to work in children’s services, and helping to transform the sector for good.
Our values, Integrity, Courage and Care guide how people work here. We listen properly, challenge each other well, and get on with fixing what needs to be fixed, together. When something goes wrong, we deal with it. When something goes well, we celebrate it. That's the work of Life Changers, and we look forward to welcoming you to the team.

ROLE PURPOSE
As Compass Community continues to develop and strengthen its education and SEND provision, the Applications Administrator – Education & SEND Systems will play a critical role in supporting and administering the organisation’s core education and safeguarding platforms.
This role is responsible for the day-to-day administration, configuration, and continuous improvement of the ECO system of applications that underpin educational delivery, operational compliance, and SEND support across schools and education settings. Key systems include Bromcom (as the primary MIS) and CPOMS (as the core safeguarding and pastoral system), alongside other applications that support learning, attendance, behaviour, SEND provision, and statutory reporting.

Reporting to the Head of Applications, the postholder will work closely with education leaders, SEND professionals, safeguarding teams, and operational colleagues to ensure systems are reliable, compliant, user-friendly, and aligned with Compass’s child-centred and education-led approach.

KEY RESPONSIBILITIES
System Administration & Configuration
· Act as the primary administrator for education-focused applications, including Bromcom, CPOMS, and associated SEND systems.
· Configure system settings, user roles, permissions, workflows, and data structures to meet operational, educational, and SEND requirements.
· Ensure systems are correctly structured to support school/classroom operations, SEND plans, interventions, attendance, behaviour, and safeguarding processes.
· Support onboarding of new schools, services, and users onto education platforms.
Education & SEND Operational Support
· Work closely with school leaders, teachers, and SEND teams to understand system requirements that support classroom delivery and individual learner needs.
· Ensure applications effectively support SEND processes, including EHCP-related data, interventions, progress tracking, and reporting.
· Provide system support that enables consistent, high-quality educational provision across Compass education settings.
· Support statutory and regulatory data requirements related to education and SEND.
· Safeguarding, Compliance & Data Governance
· Administer CPOMS and related safeguarding systems, ensuring configuration aligns with safeguarding policies and statutory guidance.
· Maintain strict data security, access controls, and audit trails in line with GDPR, safeguarding, and information governance standards.
· Support internal and external audits, inspections, and regulatory reviews by ensuring system data is accurate, accessible, and compliant.
· Work closely with IT and safeguarding leads to ensure system resilience and incident response readiness.
User Support, Training & Enablement
· Provide day-to-day support to education, SEND, and operational users across systems.
· Develop and maintain user guidance, process documentation, and training materials.
· Deliver training sessions and ongoing support to promote confident system use and data accuracy.
· Act as a trusted point of contact for system-related queries from schools and education teams.
Continuous Improvement & System Development
· Monitor system usage, performance, and user feedback to identify opportunities for improvement.
· Work with the Head of Applications to implement enhancements, upgrades, and new functionality.
· Support testing, release management, and change control processes for education systems.
· Stay informed of developments in education technology, SEND systems, and safeguarding platforms.
Integration & Reporting
· Support integration between education systems and wider Compass platforms where appropriate.
· Work with Data & Reporting colleagues to develop dashboards and reports that support educational outcomes, SEND monitoring, and operational insight.
· Ensure data consistency and integrity across systems used by schools and central teams.

CANDIDATE PROFILE
Qualifications
Relevant qualification or equivalent experience in IT systems administration, education technology, or information systems.
Vendor training or certification in Bromcom, CPOMS, or education MIS platforms desirable.
Training or experience related to data protection and safeguarding systems advantageous.
Experience
Proven experience administering applications within an education, childcare, or SEND-focused environment.
Hands-on experience supporting school-based or education operational systems (e.g. MIS, safeguarding, attendance, behaviour).
Experience working with Bromcom, CPOMS, or similar education platforms highly desirable.
Experience supporting users in a multi-site or multi-school environment.
Familiarity with safeguarding, SEND processes, and education compliance requirements.
Attributes
Technically confident, with strong problem-solving and analytical skills.
Strong attention to detail with a commitment to data quality and system integrity.
Collaborative and service-oriented, with the ability to work effectively with education professionals.
Calm, methodical, and solution-focused when responding to system issues.
Values-led and aligned with Compass’s child-centred and education-focused mission.
Able to balance operational reliability with continuous improvement.

SUCCESS IN THIS ROLE LOOKS LIKE
Education and safeguarding systems are stable, compliant, and trusted by schools and operational teams.
Bromcom and CPOMS are effectively administered and embedded in daily educational practice.
SEND teams are well-supported by systems that enable accurate tracking, reporting, and intervention.
Users feel confident, supported, and well-trained in using education applications.
Systems contribute positively to educational quality, safeguarding, and outcomes for children and young people.

ABOUT COMPASS COMMUNITY
Compass Community exists to create a future of strength and opportunity for every child. We provide specialist fostering, residential care and education services through an innovative, therapeutic approach that puts children at the centre of everything we do. Our ambition is bold but clear: to be the UK’s leading children’s services provider, reaching more children, being the best place to work in the sector, and transforming children’s services for good — all while maintaining the highest standards of quality and safeguarding.

OUR PEOPLE AND OUR REACH ETHOS
Our people live our REACH ethos every day — we are Resilient, Educators, Accepting, Child-Centred and Holistic. This means we keep showing up, especially when it’s tough, because trust, healing and growth depend on it. We listen, we learn, and we adapt, knowing that change starts with us. We accept every child exactly as they are, and help them belong, connect and thrive. This is who we are and what we stand for — and we expect everyone who joins us to do the same.
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Transforming lives with
integrity, courage and care.




